Quick Reference for Adding Content

1. Log in to http://staging.nv.gov using your email login credentials.

Enterprise Information Technology Services

Web Staging Environment

Wel;ome to 8.5 and to our New Blog

Welcome to our new blog and fo the latest version of Ektron 8.5. We plan to
provide information here on our blog related to the system status,
enhancements and pointers of how to develop great looking pages. We also
will post on the right side the current sync status, system down maintenance
schedule and other related information.We hope you will like the new system
and our new way of communication to content contributors and editors The
Webteam
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Sync to Production Status

9am Sync: 2012 @ 9:00:03 AM
12pm Sync: 1 2:09:52 PM
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&pm Sync: 15/2012 @ 6:00:17 PM

"Agency” Template Version

Current Build: 2.1.005
Build Date: 12-20-11
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2. Select the “Workarea” button
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Clicking on ‘Workarea’

Welcome to 8.5 and to our New Blog

Sync to Production Status

Welcome to our new blog and to the latest version of Ektron 8.5. We plan to 9am Sync: 012 @ 90003 AM

provide information here on our blog related to the system status. 2pm Syne: 2 @ 12:09:52PM
3pm Sync: 2 @ 30006 PM

enhancements and pointers of how to develop great looking pages. We also Spm syne: 012

will post on the right side the current sync status, system down maintenance
schedule and other related information.We hope you willlike the new system
and our new way of communication to content contributors and editors The
Webteam.
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3. Select the plus sign (+) next to your domain name (i.e. play.nv.gov) and
navigate to the folder where the page you want to edit is located.
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4. Click on the type of Smart Form you want to edit,
button in the toolbar at the top of the page.

) CMS400 Workarea for glyon - Mozilla Frefox

@) audits v gov
=) Beltcan gor

Dairy v gor
@0 Diana

§3

homs
. Features
Judy

@ Linda

@1 motorpool v gov
1 PublicWorks.mgov
purchasing nv.gov
SSBCI

® =1 Taxicab.nw.gov
B Test
@0 training mv gov
@2 podiatry v gov
®4 post v aov ]
Taxonomies

Cotlections

wew || view

Bcarousel
B pocuments
& clossan
Brnisaie B0x

Buns

Bectngs an

2 zux
Bpress redase

Dsives

Brs

DELETE

@ Ager

i Links.

AcTion

v

SmartForm

SmartForm

SmartForm

SmartForm

SmartForm

SmartForm

SmartForm

SmartForm

SmartForm

SmartForm

SmartForm

SmartForm

Carausel

Documents

Glossary

Initative Box

Links

Weetings & Agendas

Page

Press Release

Siides

Social Media Links

stafiList

Tabs

) 2 refox

1205

1203

1311

1202

A 192012

A 19720128:49:49 A1

A 192012

A 197201284900 Al

GLyon, GLyon

GLyon, GLyon

GLyon, GLyon

GLyon, GLyon

GLyon, GLyon

then select the ‘Edit’

kop

=

o

e

Taxonomies
Collections

Menus

Content Library.

9 ots v gov
pi6nvgoy
2 play v gov

content
Admin

=1 audits . gov

Beltca nv.gov
Dairy.v.gov
Diana

DPS nv.gov
energy.nv.gov
Fire nu.gov

1 User3

S Userd

User &

User 6
= User 7
1 User
= User 9

home

I Features

~ Judy

Linda
- motorpool nvgov
) Publicorks nv gov
purchasing v gov
Bl
I Taxicab nv.gov
Test

. training nv go
7 podiatry nv gev
post.mqov g

Settings

</ o1 @ X P e  vikk

Forekee S

Metadata

Alias

EE

View: [ Engish {

@

Comment  Tas<s




5. Enter your content using the Smart Form Guide for the type of Smart Form
you are editing.
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6. Select the ‘Alias’ tab and enter a name to represent the URL for the page.
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7. Select the ‘Metadata’ tab and enter/update keywords that related to the
content of the page so it can be more easily found by search engines.
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8. Select the “Publish” button in the top toolbar.
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9. Select the “Alias” tab, then click on the hot link under “Alias Name” to
display the page and verify the content appears as you want it to.
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